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Overview: Contacts



Overview: Fiscal and Reporting Unit

The F&RU is responsible for processing all 
requests for reimbursement from subgrantees 
across all grants, submitting Initial Strategy 
Implementation Plans (ISIP) and Biannual Strategy 
Implementation Reports (BSIR)

The F&RU is also the lead in providing grant 
related information to support Cal EMA's annual 
report, reports to the legislature and California's 
State Preparedness Report (SPR). The F&RU 
conducts several workshops throughout the year on 
reports and recordkeeping, fiscal management 
and Biannual Strategy Implementation Reporting.



Overview: Fiscal and Reporting Unit

Two primary areas of responsibility:

 Automated Ledger System (ALS) 

for “Fiscal” issues

 Grants Reporting Tool (GRT) for 

“Reporting” issues



Overview: Automated Ledger 
System (ALS)

 Enter and track all Homeland Security 
grants

 All cash reimbursements, modifications 
and advances completed using ALS

 Processed more than $884 million in 
reimbursements since 2005





Overview: Financial Management 
Forms Workbook

 FY 09 Application Workshop

 FY 09 Fiscal Management Workshop



Overview: Financial Management 
Forms Workbook

 Foundation of Subgrantee Application

 Project Ledger is the basis for Project 
Planning

 Equipment Purchases (AEL #)

 Training Courses (Feedback #)



Overview: Cash & Modification 
Request

 FY06 to FY09 ONE modification request 
per quarter

(State Agencies are not permitted 
modifications and any changes to the 
submitted application must be 
approved by Cal EMA on a case by case 
basis)

 All grants, ONE cash /advance request 
per month



Overivew: Quarter Dates

Quarter Dates for 2010

•Award date - 12/31

•1/1 - 3/31

•4/1 - 6/30

•7/1 - 9/30

•10/1 - 12/31



Financial Management 

Forms Workbook
V1.09B



FMFW Improvement for FY09 (1.09B) 

 Environmental Planning & Historic Preservation (EHP)

 The FMFW is unlocked

 Instructions 

 Application Check list

 Summary (BSIR)

 AEL Database (Removed)

 Macros are included to reduce redundant tasks



Web Link: www.calema.ca.gov



Web Link: www.calema.ca.gov

Grants > Homeland Security



• Workbook Screen shot here!! 





Instructions to enable macros for 
Excel 2003

1. Click on “Tools”

2. “Macros”

3. “Security”

4. Set it to “Medium”

5. Save / Close / Reopen the FMFW

6. Click on “Enable Macros”



Instructions to enable macros for 
Excel 2007 (Part 1)

1. Click on the round Office Button in the top 
left

2. Click on Excel Options in the lower right of 
the drop down box

3. Select Popular Module along the left side

4. Check the Show Developer tab in the 
Ribbon option 

5. Hit OK



Instructions to enable macros for 
Excel 2007 (Part 2)

1. Click on the Office button in the top left 
(again)

2. Click on Excel Options in the lower right of the 
drop down box

3. Select the Trust Center module along the left

4. Click on the Trust Center Settings… button 

5. Select the Macro Settings module along the 
left

6. Set the Macro Settings to Enable all macros…

7. Check the Trust access to the VBA project… 
option

8. Hit OK



Financial Management Forms Workbook
Composition 

1. Instructions

2. Application Cover Sheet

3. Project Descriptions

4. Grant Management Roster

5. Project Ledger

6. Equipment Inventory



Financial Management Forms Workbook
Composition 

7. Training Roster

8. Planning Roster

9. Exercise Roster

10. Authorized Agent Signature Page

11. Application Check List 

12. Summary 







Arctic ButterflyS





FMFW: Project Descriptions

 20 Projects maximum (A to T)

 Please include project letter when entering in 

BSIR

 Be as descriptive and concise as possible  

(Max 1000 Characters)

 Do not use terms that are only meaningful 

locally

 Investment, Goals Objectives and Project 

Milestone & Justifications 





FMFW: Grant Management Roster 





Web Link: www.rkb.us



Web Link: www.rkb.us/lists.cfm





FMFW: Training Roster



www.ohs.ca.gov/hseep/trainingHome.html



www.ohs.ca.gov/forms/default.asp

Click Submit



FMFW: Planning Roster



FMFW: Exercise Roster











Financial Management Forms Workbook 

 FMFW v1.09B can currently be used  
for FY 07,08 & 09

 Marked with a disclaimer advising 
against altering the document

“Alterations to this document may 

result in delayed application approval, 
modification, or reimbursement 
requests. Subgrantees may be asked to 
revise and/or resubmit any altered 
Financial Management Forms 
Workbook.”



Cash Request

(Reimbursement)



Cash Request Process

1. Sub-grantee submits request

2. Regional Representative for review & approval

 Verify cash request is filled out completely (i.e. dollar 
amounts are in the correct columns; the expenditure 
period is listed)

 Payment for Equipment: Equipment Ledger must be 
completed (AEL) and attached.

 Payment for Training: Training roster must be 
completed and attached.

 Payment for Exercise: Exercise roster must be 
completed and attached. Date of After Action Report 
(AAR) entered into HSEEP (continued)



Cash Request Process

2. Regional Representative for review & approval

 Verify Milestone/ Extension Date – Always verify if 
equipment purchased met the performance milestone 
period and granted extension. 

 Expenditure Period – Verify expenditure period does not 
cross fiscal years                                                       
(State fiscal year - July 1st to June 30th)

 EHP requirements 

3. Fiscal Analyst reviews and verify with ALS

 Check the ALS to verify that “Wet” signature on request 
is an authorized agent.



Cash Request Process

4. Fiscal Analyst reviews

5. Fiscal Program Manager reviews and approves

6. Director final approval

7. Request forwarded to Accounting, and 

payment notification is mailed to subgrantee

8. Accounting transmits claim schedule to State 

Controller’s Office 

9. Warrant Issued (Check)



Cash Request Process (without macros)

First Cash Request:

1. Copy “Project Ledger” tab and rename to “Cash 
Request #1”

2. Complete “Cash Request #1”

Second and Subsequent Cash Requests:

1. Copy “Cash Request #1”

2. Rename tab to “Cash Request #2”

3. Copy amounts from “Total Approved” column into                
“Amount Paid previous” column

4. Clear “Amount This Request” column

5. Enter amounts for current request

6. Submit and repeat steps above for subsequent 
requests



Cash Advance



Cash Advance
FY2006 - FY2009 Grants

 Draw down funds up to 120 days (PSIC - 30 Days) prior to 

expenditure

 Federal guide requires advances must be deposited in 

interest bearing account

 All interest earned must be reported to Cal EMA 

accounting

 Subgrantee may retain $100 in interest per 

Federal Fiscal Year for administrative expenses 

(Not per award)



Cash Advance

 Interest returned at least quarterly to:

United States Dept. of Health & Human Services

Division of Payment Management Services

P.O. Box 6021

Rockville, MD 20852

 Draw down funds as close to expenditure as possible

 All funds not expended within 120 (PSIC-30 Days) 

days must be returned to Cal EMA

 Status of all advances will be reported on cash 

requests subsequent to the advance



Modification



Modification Request (without macros)

1. Latest Working Project ledger

2. Copy “Project Ledger” tab

3. Rename to “Modification X”, with “X” representing 
the modification number

4. Red Strikethrough for delete

5. Blue for new text

6. Submit to Cal EMA electronically (Email)

7. Cal EMA’s Regional Representative will review, 
approve or request additional information

8. Once approved, submit approved modification 
with “wet” signature page from Authorized Agent.

9. Use latest modification as basis for next cash 
request



Subgrantee responsibilities in 
Modification Request

 Communicate request to Cal EMA

 Receive approval and confirmation

 Request funds consistent with the 
modification

 Biannual Strategy Implementation 
Report (BSIR)

 Report changes in Grant Reporting 
Tool (GRT)



Closeout



Closeout Letters FY01 - FY04

453
2002-0088-FY01 State Domestic Preparedness Grant Program (57)

2002-0133-FY02 State Domestic Preparedness Grant Program (60)

2003-0167-FY03 State Homeland Security Grant Program – Part 1             (93)

2003-0035-FY03 State Homeland Security Grant Program – Part 2           (113)

2003-0023-FY03 Urban Areas Security Initiative Grant – Part 2                     (7)

2004-0045-FY04 Homeland Security Grant Program                                  (107)

2004-0014-FY04 Urban Areas Security Initiative (16)



Equipment Inventory Ledgers 
for FY04 & FY05

On October 14th,2009 (Part 1)

To All California Emergency Management Agency 

(Cal EMA) Subgrantees-

We are respectfully requesting your assistance in compiling the Fiscal 
Year 2004 and Fiscal Year 2005 Equipment Ledgers from our 

subgrantees.

As you know, we have information for the pre-FY04 and post-FY05 
awards; however, we will need to gather the FY04 and FY05 data in 
an attempt to meet our ongoing monitoring and audit requirements.

Consequently, we would appreciate your cooperation in completing the 
attached FY04 and FY05 Equipment Ledgers, where applicable, and 

submitting them to Christopher Sampang at 

Christopher.Sampang@ohs.ca.gov no later than October 31, 2010.



Equipment Inventory Ledgers 
for FY04 & FY05

On October 14th,2009 (Part 2)

Earlier spreadsheets will certainly be welcomed.

In this fashion we can ensure the Cal EMA continues to 
meet its federal reporting requirements on all 

homeland security grant program awards.

If you already have this data in another format, please 
submit those spreadsheets to the above individual.

Thank you all in advance for your cooperation and please 
contact me, your Program Representative, or the Fiscal 

and Reporting Unit should you have any questions.



Grant Closeout Requirements

Sub-grantee must submit request to Cal EMA to 
close the grant award (letter head)

The body of the letter must address the 

following:

 All approved work has been completed

 All funds have been requested



Grant Closeout Requirements

 If funds will not be utilized, authorization to 

disencumber the funds.

 Reconciliation of actual costs to awards, 

modifications, reimbursements or advances

 Certification that any Corrective Action Plan as 

a result of monitoring findings has been 

completed /resolved

 Acknowledgement of the record retention 

period



Grant Closeout
Retention Period

 Three years 

 In event of litigation, claim, negotiation, 

audit, other action involving the records, 

records must be retained until completion 

of the action and resolution of all issues 

which arise from it



Sample Close Out Letter



Web Links:

California Emergency Management Agency
www.calema.ca.gov

Responder Knowledge Base
www.rkb.us

Grant Tools 
(DHS & DOJ Financial Management Guide)

www.ohs.ca.gov/grants_tools.html




